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ENVIRONMENTAL  PROTECTION  AGENCY 


ENVIRONMENTAL  PROTECTION 
AGENCY 
(FRL  428-2) 

IMPLEMENTATION  OF  PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

Pursuant  to  the  Privacy  Act  of  1974,  5  U.S.C.  552a  (P.L.  93-579, 

88  Stat.  18%),  notice  is  hereby  given  of  the  following  existence  and 
character  of  systems  of  records  maintained  by  the  Environmental 
Protection  Agency.  Any  individual  who  believes  that  this  Agency 
maintains  a  record  about  him  or  her  may  request  to  inspect  such 
record,  if  available,  and  to  correct  or  amend  it  if  necessary.  Com¬ 
ments  and  views  regarding  these  systems  of  records  may  be  filed 
with  the  Agency  on  or  before  September  17,  1975.  Such  comments 
should  be  addressed  to  Director,  Management  and  Organization 
Division,  Director,  PM-213  Environmental  Protection  Agency, 
Washington,  D.C.,  20460. 

Dated:  September  5,  1975 

John  Quarles 

Acting  Administrator,  Environmental  Protection  Agency 

PREFATORY  STATEMENT  OF  GENERAL  ROUTINE  USES 
The  following  routine  uses  apply  to  and  are  incorporated  by 
reference  into  each  system  of  records  set  forth  below: 

1.  In  the  event  that  a  record  within  this  system  of  records  main¬ 
tained  by  the  Environmental  Protection  Agency  indicates  a  viola¬ 
tion  or  potential  violation  of  law,  whether  civil,  criminal  or  regula¬ 
tory  in  nature,  and  whether  arising  by  general  statute  or  particular 
program  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred  to  the  appropriate  agency,  whether 
Federal,  State,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed  to  a 
Federal,  State,  or  local  agency  maintaining  civil,  criminal,  or  other 
relevant  enforcement  information  or  other  pertinent  information,  if 
necessa^  to  obtain  information  relevant  to  an  Agency  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant,  or  other  benefit. 

3.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  Federal  agency,  in  response  to  its  request,  in  con¬ 
nection  with  the  hiring  or  retention  of  an  employee,  the  issuance  of 
a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant, 
or  other  benefit  by  the  requesting  agency,  to  the  extent  that  the  in¬ 
formation  is  relevant  and  necessary  to  the  requesting  agency’s  deci¬ 
sion  on  the  matter. 

4.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court,  magis¬ 
trate  or  administrative  tribunal,  including  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 

5.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  Member  of  Congress  submitting  a  request  involv¬ 
ing  an  individual  when  the  Member  of  Congress  informs  the 
System  Manager  that  the  individual  to  whom  the  record  pertains 
has  authorized  the  Member  of  Congress  to  have  access  to  the 
record. 

EPA— 1 

System  name:  Payroll  System  (Departmental  Integrated  Payroll 
System;  Payroll  Accounting  Master  File;  and  Detail  History 
FUe)-  EPA 

System  locatioo:  U.S.  Geological  Survey  Computer  Facility, 
Reston,  Virginia,  20244,  HSMA  Computer  Facility,  DHEW,  Par- 
klawn  Bldg.,  Rockville,  Maryland,  20203;  Financid  Management 
Division,  EPA  401  M  Street,  S.W.,  Washington,  D.  C.  20460. 
Categories  of  individuals  covered  by  the  system:  EPA  employees. 
Categories  of  records  in  the  system:.  Salary  and  related  payroll 
cost  data  and  reports. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  44  U.S.C. 
3301;  Title  6,  GAO  Policy  and  Proc^ures  Manual,  pursuant  to  31 
U.S.C.  66(a)  and  sections  of  112(a)  and  113  of  Budget  and  Account¬ 
ing  Procedures  Act  of  1950. 


Routine  uaes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  conduct  all  necessary 
and  appropriate  intra-agency  payroll  activities.  To  furnish  informa¬ 
tion  U.  S.  Treasury  requires  to  issue  paychecks  and  distribute  pay 
according  to  employees’  directions.  To  report  tax  withholding  to 
IRS  and  appropriate  State  and  local  taxing  authorities;  FICA 
deductions  to  SSA;  dues  deductions  to  labor  unions;  withholdings 
for  health  and  life  insurance  to  insurance  carriers  and  U.S.  C.S.C.; 
charity  contribution  deductions  to  agents  of  charitable  institutions; 
annual  W-2  statements  to  taxing  authorities  and  the  individual.  Also 
see  routine  use  paragraphs  in  Plrefatory  Statement. 

Policies  and  practices  for  storing,  retrieving,  acc^ng,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  records  maintained  on  tape,  others  on  paper. 
Retrievability:  Name  and  employee  number. 

Safeguards:  Paper  records  in  locked  metal  file  cabinets  and  auto¬ 
mated  filing  banks  within  locked  room. 

Retention  and  disposal:  Retained  and  disposed  of  according  to 
(proposed)  EPA  Records  Control  Schedules,  Appendix  B,  Records 
Management  Manual. 

System  managerfs)  and  address:  Chief,  Payroll  Accounts  Office, 
EPA,  401  M  St.,  S.W.,  Washington,  D.  C.  20460. 

Notification  procedure:  Inquiries  may  be  addressed  to  System 
Manager. 

Record  access  procedures:  Requests  should  be  addressed  to 
System  Manager. 

Contesting  record  procedures:  Requests  should  be  addressed  to 
System  Manager. 

Record  source  categories:  Individuals,  supervisors,  timekeepers, 
official  personnel  records,  IRS. 

EPA— 2 

System  name:  General  Personnel  Records-EPA 
System  location:  (a)  Personnel  Management  Division,  EPA  401  M 
St.,  S.W.,  Washington,  D.  C.  20460. 

(b)  EPA,  Rm.  2211,  John  F.  Kennedy  Federal  Bldg.,  Boston,  MA 
02203 

(c)  EPA,  Rm.  1032,  26  Federal  Plaza,  New  York,  NY  10007 

(d)  EPA,  Curtis  Bldg.,  6th  and  Walnut  Sts.,  Phila.,  PA,  19106 

(e)  EPA,  Suite  300,  1421  Peachtree  St.,  N.E.,  Atlanta,  GA,  30309 

(f)  EPA,  230  S.  Dearborn,  Chicago,  IL,  60604 

(^  EPA,  1600  Patterson  St.,  Suite  1100,  Dallas,  TX,  75202 

(h)  EPA,  1735  Baltimore  Ave.,  Kansas  City,  MO  64108 

(i)  EPA,  Lincoln  Tower  Bldg.,  1860  Lincoln  St.,  Denver,  CO, 
80203 

(j)  EPA,  100  California  St.,  San  Francisco,  CA,  94111 

(k)  EPA,  1200  Sixth  St.,  SeatUe,  WA,  98101 

(l)  EPA  Laboratory,  P.O.  Box  15027,  Las  Vegas,  NV,  89114 

(m)  EPA  Laboratory,  5555  Ridge  Ave.,  Cincinnati,  OH,  45268 

(n)  EPA,  Research  Triangle  Park,  NC  27711 

(o)  EPA,  Office  of  Mobile  Source  Air  Pollution  Control,  2565 
Plymouth  Rd.,  Ann  Arbor,  MI,  48105 

Categories  of  individuals  covered  by  the  system:  Employees  of 
EPA  and  applicants  for  EPA  employment. 

Categories  of  records  in  the  system:  Nonpermanent  personnel 
records  not  required  to  be  maintained  by  the  CSC. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  imple¬ 
mented  by  5  CFR  Parts  293  and  297. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sndi  uses:  These  records  and  Uie 
information  in  the  records  are  used  to  carry  out  authorized  person¬ 
nel  programs.  Routine  uses  include:  Review  of  employment  histo¬ 
ries  of  employees  and  applicants.  Identification  of  high  potential 
employees  designated  u^er  the  Agency  executive  development 
program.  Review  of  developmental  needs  of  high  potential  em¬ 
ployees  and  current  managers  GS-15  and  above.  Review  of  status 
of  employees  participating  in  special  counseling  or  developmental 
programs.  Identification  of  candidates  for  job  vacancies. 

The  records  system  may  include  files  covering  employee  rela¬ 
tions,  individual  development  plans  for  high  potential  employees, 
individual  development  plans  for  current  managers  GS-15  and 
above,  ACCENT  program.  Academic  Career  Advancement  pro¬ 
gram,  counseling  programs,  exit  interviews,  and  voluntary  applica¬ 
tions.  All  of  the  above  files  are  not  maintained  at  each  Headquar- 
ters/field  location.  Also  see  routine  use  paragraphs  of  Prefatory 
Statement. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders  and 
generally,  in  locked  cabinets. 

Retrievability:  Indexed  by  name. 

Safeguards:  Access  to  and  use  of  is  limited  to  those  persons 
whose  official  duties  require  such  access. 

Retention  and  disposal:  Records  of  employees  are  kept  manually 
and  are  generally  maintained  until  the  individual  terminates  his  em¬ 
ployment  with  EPA.  Records  of  applicants  are  kept  manually  and 
are  destroyed  or  returned  after  one  year. 

System  managcrfs)  and  address:  For  records  at  location 
(a)— Director,  Personnel  Management  Division,  (address  as  given  in 
Systems  location  above).  For  records  located  at  (b)  to 
(o)— Personnel  Officers  (address  as  given  in  Systems  location 
above). 

Notification  procedure:  Inquiries  may  be  addressed  to  System 
Manager. 

Record  access  procedures:  Requests  should  be  addressed  to 
System  Manager. 

Contesting  record  procedures:  Requests  should  be  addressed  to 
System  Manager. 

Record  source  categories:  Information  in  this  system  comes  from 
the  individual  to  whom  it  applies  or  is  derived  from  information 
provided  by  Agency  officials. 

EPA— 3 

System  name:  Health  Unit  and  Stress  Lab  Medical  Records— EPA 
System  location:  EPA  Health  Unit,  Room  3228,  WSM,  and  EPA 
Stress  Lab,  Room  291S,  WSM,  401  M  Street,  S.  W.,  Washington, 
D.  C.  20460. 

Categories  of  individuals  covered  by  the  system:  EPA  employees, 
contract  employees,  and  EPA  visitors  requiring  or  requesting  medi¬ 
cal  attention  and  full-time  EPA  employees  participating  in  Stress 
Lab. 

Categories  of  records  in  the  system:  Medical  histories  and  treat¬ 
ment  records. 

Authority  for  maintenance  of  the  system:  0MB  Circular  No.  A-78, 
EPA  Contract  for  Health  Care. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  document  single  in¬ 
cidences  of  walk-in  patients,  symptoms  and  treatment,  and  to  main¬ 
tain  a  continuing  history  file  on  each  patient.  To  document  the 
treatment  of  those  patients  requiring  the  recurring  administration  of 
allergy  shots  and  other  shots,  such  as  travel  immunizations.  To 
document  physicals,  complete  with  histories  and  lab  reports,  of 
those  SOO  employees  so  examined  annually.  (Physicals  limited  to 
those  in  grades  14  and  above  and  those  over  age  40  in  grades  11, 
12,  and  13.)  To  document  requested  screenings  of  patients  for  vari¬ 
ous  illnesses  and  conditions  through  the  use  of  diagnostic  tools  and 
tests.  For  referral  of  patients  to  private  doctors  for  treatment,  as 
indicated.  To  evaluate  cardiac  status  of  exercise  program  partici¬ 
pants  and  the  individual  desirability  of  such  a  program.  To  detail 
for  patient  and  personnel  specifics  and  exercise  treatment  program. 

Users  of  the  system  are  restricted  to  contracted  health  personnel, 
patients,  and,  upon  patient  approval,  to  the  patient’s  private  doctor. 
Also  see  routine  use  paragraphs  in  F^fatory  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  records,  primarily  handwritten  or  typed  cards, 
forms,  files,  and  EKG  graphs,  are  stored  in  locked  file  cabinets. 
Retrievability:  Indexed  by  name. 

Safeguards:  Access  to  and  use  of  system  is  limited  to  Health  Unit 
and  Stress  Lab  personnel,  patients,  and,  upon  patient  approval,  the 
patient’s  doctor.  All  materials  are  under  lock  and  key.  (Records 
relating  to  psychiatric  matters  may  not  be  made  available  to  a  pa¬ 
tient,  if  the  physician  deems  it  imprudent,  but  may  be  released 
upon  patient  approval  to  the  patient’s  designated  physician.) 

Retention  and  disposal:  Records  maintained  until  employee  leaves 
Agency,  when  employee  may  take'  permanent  possession  of  same. 
Should  employee  not  take  possession,  sealed  records  are  sent  to 
Personnel  Office  for  inclusion  in  official  personnel  folder,  which  is 
sent  to  Federal  Records  Center  in  St.  Louis  for  retention  or  to  new 
Federal  employer,  as  appropriate. 


System  managerfs)  and  address:  Assistant  Director  for  Opera¬ 
tions,  Personnel  Management  Division,  EPA  401  M  St.,  S.W., 
Washington,  D.  C.  20460. 

Notification  procedure:  Inquiries  may  be  addressed  to  System 
Manager. 

Record  access  procedures:  Requests  should  be  addressed  to 
System  Manager. 

Contesting  record  procednres:  Requests  should  be  addressed  to 
Systems  Manager. 

Record  source  categories:  Patients,  patient’s  doctors,  on  approval 
of  patient,  accident/incidence  of  illness  witnesses,  family  members 
of  patients,  and  past  Federal  employer  medical  records. 

EPA— 4 

System  name:  Inspection  Branch  Reports — EPA 
System  location:  Security  and  Inspection  Division,  EPA  401  M 
St.,  S.W..  Washington,  D.  C.  20460. 

Categorim  of  individuals  covered  by  the  system:  EPA  employees, 
or  persons  or  firms  under  contract  to  EPA  or  receiving  grants  from 
EPA,  suspected  of  having  conunitted  illegal  or  unethical  acts. 

Categories  of  records  in  the  system:  Contains  investigative  case 
file  of  any  person  or  firm  suspected  of  having  committed  illegal  or 
unethical  acts. 

Authority  for  maintenance  of  the  system:  Titie  28,  U.S.  Code,  Sec¬ 
tion  S3S(b),  and  EPA  Order  3120.1,  dated  September  8,  1971. 

Routine  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  snch  uses:  Records  reviewed  and 
cases  investigated  within  EPA  for  illegal  or  unethical  acts.  Also  see 
routine  use  paragraphs  of  Prefatory  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  In  individual  case  files. 

Retrievability:  Indexed  by  name  or  type  of  violation. 

Safeguards:  Records  are  maintained  in  a  vault  room  secured  by  a 
Class  6  manipulation  proof  three-way  combination  16ck  on  the  vault 
door,  an  ultrasonic  space  alarm,  and  contact  points  on  the  door. 

Retention  and  disposal:  Held  10  years  after  investigation  is 
completed  and  then  destroyed  by  fire. 

System  manager(s)  and  address:  Chief,  Inspection  Branch,  Securi¬ 
ty  and  Inspection  Division,  EPA  401  M  St.,  S.W.,  Washington,  D. 
C.  20460. 

Notification  procedure:  Inquiries  may  be  addressed  to  system 
manager. 

Record  access  procedures:  Requests  should  be  addressed  to 
system  manager. 

Contesting  record  procedures:  Requests  should  be  addressed  to 
system  manager. 

Record  source  categories:  Individuai  on  whom  the  record  is  main¬ 
tained,  fellow  workers,  acquaintances,  concerned  citizens,  phone 
calls,  letters,  law  enforcement  agencies. 

EPA— 5 

System  name:  Personnel  Security  File  System— EPA 
System  location:  Security  and  Inspection  Division,  EPA,  401  M 
St.,  S.W.,  Washington,  D.(3.  20460. 

Categories  of  individuals  covered  by  the  system:  EPA  employees 
and  consultants  in  sensitive  and  nonsensitive  positions  and  appli¬ 
cants  for  sensitive  positions  within  EPA. 

Categories  of  records  in  the  system:  Full  field  investigations,  na¬ 
tional  agency  checks  and  inquiries  from  prior  employers,  credit 
checks,  and  local  police  checks  on  the  individual  and  any  other 
checks  necessary  to  further  develop  questionable  suitability/  securi¬ 
ty  information.  May  contain  copies  of  the  SF-8S,  SF-86,  and  the 
SF-171,  furnished  by  the  individuai,  depending  on  the  sensitivity  of 
the  position  the  individual  occupies  or  will  occupy. 

Authority  for  maintenance  of  the  system:  E.O.  104S0,  E.O.  116S2, 
and  Atomic  Energy  Act  of  1934,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  used  with 
E.O.  11632,  E.O.  10430,  Civil  Service  Regulations,  and  the  Federal 
Personiwl  Manual  to  issue  a  security  clearance  and/or  to  make 
suitability  determinations  on  hiring  or  retention  of  EPA  employees. 
Also  see  routine  use  paragraphs  of  Prefatory  Statement 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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St4>nige:  Paper  records  in  file  folders. 

Retrlevability:  By  name. 

Safecoards:  When  not  in  use,  within  a  vault  room  which  has  a 
three-way  combination  locked  door  with  a  contact  alarm  and  an  ul¬ 
trasonic  alarm  system.  Within  the  vault  room,  the  files  are  also 
stored  within  eitter  a  key-locked  or  three-way  combination  power 
file  or  security  cabinet.  Access  to  this  vault  room  is  limited  to  EPA 
Security  and  Inspection  Division  personnel. 

Retention  and  disposal:  Procedures  require  a  one-year  retention 
after  the  employee  terminates  employment  with  EPA.  Upon  ter¬ 
mination,  the  Civil  Service  Commission  investigative  reports  are 
destroyed  by  shredding  as  is  the  renuunder  of  Uie  file  unless  the 
personnel  security  file  contains  derogatory  information.  If  the  file 
contains  derogatory  information,  it  is  forwarded  to  the  Federal 
Record  Center  for  retention  for  20  years. 

System  managerfs)  and  address:  Director,  Security  and  Inspection 
Division,  EPA,  401  M  St.,  S.W.,  Washington,  D.  C.  20460. 

Notification  procedure:  Inquiries  may  be  addressed  to  system 
manager. 

Record  access  procedures:  Direct  written  requests  to  the  system 
manager.  The  request  should  include  requester’s  full  name,  date 
and  place  of  bir^,  and  social  security  number  and  signature  to 
preclude  erroneous  identification.  A  comparison  of  the  signature  of 
the  requester  and  those  in  the  record  will  be  made  to  determine 
identity  prior  to  any  release. 

Contesting  record  procedures:  Requests  should  be  addressed  to 
system  manager. 

Record  source  categories:  Sources  vary,  but  nonnally  could  in¬ 
clude  information  furnished  by  the  subject,  background  data 
furnished  through  investigations  by  authorized  Federal  investigato¬ 
ry  agencies;  local  i^ice  department  checks;  former  employers’ 
inquiries;  credit  inquiries;  and  educational  institutions  inquiries. 

Systems  exempted  from  certain  provisioiu  of  the  a^rt:  Pursuant  to  S 
U.S.C.  5S2a(kXl).  (kX2),  and  (kX5),  all  information  and  material  in 
the  record  which  meets  the  criteria  of  these  subsections  are  or  may 
be  exempted  from  the  notice,  access,  and  contest  requirements. 

EPA— « 

System  name:  Security  Computer  Program  System— EPA 
Systehi  location:  Security  and  Inspection  Division,  EPA,  401  M 
St.,  S.W.,  Washington,  D.  C.  20460. 

Categories  of  indivMaals  covered  by  the  system:  Security  clearance 
status  of  EPA  employees  or  consultants  aiid  terminated  employees 
who  have  been  processed  through  the  Security  and  Inspection  Divi¬ 
sion. 

Categories  of  records  in  the  system:  Security  computer  programs 
are  a  subsystem  of  the  Personnel  Computer  System.  Security  data 
is  entered  into  the  system  as  follows:  social  security  number,  type 
of  investigation  requested,  position  sensitivity,  type  security 
clearance  requested,  place  of  birth,  type  oi  clearance  granted,  date 
(A  clearance,  agency  conducting  invest^tion,  ERDA  clearance, 
date  of  ERDA  clearance  and  ERDA  file  number.  Only  security 
clearance  information  applicable  to  the  individual  in  his  EPA  posi¬ 
tion  is  listed.  Other  data  listed  on  the  Personnel  Computer  System 
is  retrievable  under  the  security  computer  programs,  such  as  name, 
date  of  birth,  organization,  geographical  location,  etc.,  and  is 
retrievable  through  matching  of  the  social  security  number. 

AnthorUy  for  maintenance  of  the  system:  E.O.  104S0  and  E.O. 
11652. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  is  limited  to 
exchanges  between  EPA  offices  requiring  clearance  data  prior  to 
release  of  classified  information.  Records  of  this  system  of  records 
may  be  disclosed  as  ’routine  use’  to  security  representatives  of 
Federal,  State,  or  local  agencies  or  to  Government  contractors  per¬ 
forming  classtfied  work  where  security  clearance  information  is 
requir^  under  a  statute,  or  by  regulation,  rule  or  order  issued  pur¬ 
suant  thereto,  to  permit  EPA  employees  access  to  classified  na¬ 
tional  security  information. 

Polkks  and  practices  for  storing,  retrieving,  accesring,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Disc-pack  on  line  with  the  computer  contractor  with  a 
backup  file  stor^  off  line. 

Rctrievability:  By  Security  and  Inspection  Division  personnel  via 


a  low-  speed  remote  terminal  utilizing  IRS  Wilbur  computer  lan¬ 
guage  and  is  printed  out  on  a  remote  printer.  Access  to  security 
computer  program  is  gained  by  using  account  names,  initials,  and 
key  words  known  only  to  personnel  woridng  directly  with  the 
system. 

Safeguards:  Printouts  obtained  from  the  system  are  stored,  when 
not  in  use,  within  a  vault  room  which  has  a  three-way  combination 
locked  door  and  an  ultrasonic  alarm  system.  Access  to  the  printout 
information  is  limited  to  EPA  Security  and  Inspection  Division  Per¬ 
sonnel. 

Retention  and  disposal:  Clearance  information  is  maintained  in  an 
active  file  until  the  employee  terminates.  Subsequent  to  the  em¬ 
ployee’s  termination,  the  clearance  information  is  removed  from 
the  active  file,  placed  in  a  terminated  file,  and  maintained  for 
archival  purposes. 

System  managers)  and  address:  Director,  Security  and  Inspection 
Division,  EPA,  401  M  St.,  S.W.,  Washington,  D.  C.  20460. 

Notification  procedure:  Inquiries  should  be  addressed  to  system 
manager  as  above. 

Record  access  procedures:  Direct  written  requests  to  system 
manager.  Request  should  include  subject’s  full  name,  date  and 
place  of  birth,  and  social  security  number  to  preclude  erroneous 
identification.  A  comparison  of  the  signature  of  the  requester  and 
those  of  record  will  be  made  to  determine  identity  prior  to  any 
release. 

Contesting  record  procedures:  Requests  should  be  addressed  to 
the  system  manager  as  above. 

Record  source  categories:  Sources  for  this  information  are  ob¬ 
tained  from  the  Personnel  Security  File  and  the  Personnel  Com¬ 
puter  System  maintained  on  subject. 
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System  name:  Travel  Voucher  Folders,  Advance  Cards,  and  Payee 
FUes—  EPA 

System  location:  Financial  Management  Division,  EPA,  401  M 
St.,  S.W.,  Washington,  D.  C.  20460. 

Categories  of  individnais  covered  by  the  system:  Employees  of 
EPA,  consultants,  and  private  citizens  who  travel  or  perform  ser¬ 
vices  for  EPA.  • 

Categories  of  records  in  the  system:  Travel  vouchers  with  reim¬ 
bursable  details  for  specific  trips.  Travel  advance  cards  with  details 
of  advances  received  and  trip  expenses  applied.  Payee  files  with 
itemized  invoices. 

Authmity  for  maintenance  of  the  system:  Travel  Expense  Amend-  ^ 
ments  Act  of  1975  (P.L.  94-22);  Budget  and  Accounting  Act  of 
1921;  Accounting  and  Auditiiig  Act  of  1950;  Federal  Claim  Collec¬ 
tion  Act  of  1966. 

Rontine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Sub^ups  of  files  are 
used  to  determine  amounts  due  an  individual  for  authorized  and  of¬ 
ficial  travel  for  EPA,  and  conduct  other  payee-related  activities. 
Transmittal  to  U.S.  Treasury  for  payment.  Also  see  routine  use 
paragraphs  of  Prefatory  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual 
Rctrievahillty:  Name  - 

Safeguards:  Voucher  files  are  kept  in  locked  room.  Advance 
cards  in  lockable  metal  file  cabinets.  Payee  files  in  locked  cabinets. 

Retenthm  and  disposal:  Retained  and  disposed  of  according  to 
(proposed)  EPA  Records  Control  Schedules,  Appendix  B,  Records 
Management  Manual. 

System  manager(s)  and  addrem:  Accountant-In-Charge,  Financial 
Management  Division,  EPA,  401  M  St.,  S.W.,  Washington,  D.  C. 
20460. 

Notification  procedure:  Inquiries  may  be  addressed  to  System 
Manager. 

Record  accem  procedures:  Requests  should  be  addressed  to 
System  Manager. 

Contesting  record  procedures:  Requests  should  be  addressed  to 
System  Manager. 

Record  source  categories:  Individual,  supervisors,  and  finance  (or 
accounting)  office  standard  references. 
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